
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:
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CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Text22PS373PG1: Associate Governmental Program Analyst (AGPA)
	Text33PS373PG1: 800-282-5393-711
	Text44PS373PG1: Welfare to Work/Program Integrity/Sacramento
	Text55PS373PG1: Program Technology and Support/EBT
	Text66PS373PG1: John Morton
	Text77PS373PG1: Staff Services Manager I (SSM I)
	box88PS373PG1: Off
	box99PS373PG1: Off
	box110PS373PG1: Off
	box111PS373PG1: Off
	box112PS373PG1: Yes
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	other114PS373PG1: 
	date115PS373PG1: 
	date116PS373PG1: 
	box117PS373PG1: Yes
	box118PS373PG1: Off
	box119PS373PG1: Off
	box120PS373PG1: Off
	ssup121PS373PG1: None.
	number122PS373PG1: 
	lead123PS373PG1: None.
	mission124PS373PG1: The California Department of Social Services (CDSS) is the project sponsor for Electronic Benefit Transfer (EBT).   EBT is the method of delivery of cash and food welfare benefits using debit-card technology.  The branch provides oversight to the EBT program.  The EBT Welfare Technology Unit provides strategic, technical and policy direction for EBT.
	concept125PS373PG2: Under the direction of the Staff Services Manager I (SSM I) in the EBT Welfare Technology Unit, the Associate Governmental Program Analyst (AGPA) is responsible for program policy development, guiding resolution of policy or technical issues and additional activities relative to California’s EBT system for the delivery of welfare benefits.  The incumbent plays a critical role as project sponsor representative and works cooperatively with staff from the Health and Human Services Agency Office of Systems Integration (OSI) and other organizations who provide project management over EBT.  The AGPA will also monitor ongoing activities and statewide issues associated with other forms of welfare benefit delivery (e.g.,bank direct deposit, electronic pay cards, etc.). 
	responsibilities126PS373PG2: 40% Review project deliverables from a California Work Opportunity and Responsibility to Kids (CalWORKs)/CalFresh (formerly known as Food Stamps) policy perspective and provide recommendations for approval.  Analyze complex statewide policy issues impacting the State’s EBT system as they affect CalFresh and/or CalWORKs programs.  Draft written communication such as issue papers, briefing documents, status reports and All County Letters (ACLs).   Prepare written analysis and recommendations on issues addressing program consistency and county flexibility as necessary.



35% Coordinate/facilitate meetings and work groups attended by staff from other entities, including CDSS, OSI, other state agencies, county welfare departments, and other EBT stakeholders as necessary.  Represent the Department and act as liaison between Department policymakers and project team in ensuring full understanding of policy and technology issues.  Actively participate in issue resolution and act as spokesperson for CDSS in the communication process between the Department and stakeholders.  Prepare written briefing documents relating to EBT and make presentations to executive level management. Prepare Week Ahead write-ups, by summarizing activities of the project, for management review. Coordinate and draft response to Public Records Act requests.



20% Develop, amend and maintain program regulations in response to federal and/or State law changes or litigation.  Respond to questions by counties or other entities interpreting the regulations, verbally and/or in writing.  Prepare bill analysis for legislation affecting EBT in California and work with fiscal organizations to budget impact of these changes appropriately.  Develop budget change proposals, budget premise documents and recommendations for legislative concepts and proposals.  Participate in the EBT Services contract procurement process.  Review ACLs to determine if there is an impact to EBT. 



5% Develop and/or revise forms and notices of action as necessary for EBT.  Review vendor/county-generated EBT forms and training materials for compliance with State standards. Process and review contracts/invoices to ensure dollar amounts do not exceed amounts identified in contracts.

	supervision127PS373PG3: The AGPA receives direction from and reports to the SSM I.
	administrative128PS373PG3: The AGPA's administrative responsibilities are limited to those of his/her position and to those delegated by the SSM I when acting for the SSM I in his/her absence.

The incumbent may act in a lead capacity over a work group or act for the SSM I in his/her absence.

	other131PS373PG3: Knowledge of CalWORKs/CalFresh program administration and EBT is critical.  Experience with and knowledge of county operations and information technology is highly desirable.  Excellent interpersonal, communication and presentation skills are critical to success.
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	personal129PS373PG3: The AGPA, under supervision from the SSM I, assists in representing CDSS in their relationship with staff from OSI and other programs within the Welfare to Work Division, other departmental organizations such as fiscal and financial planning, Legal, Contracts, and entities providing data.  The AGPA also has contact with the counties, the County Welfare Directors Association, other state agencies, EBT stakeholders, the federal government and staff from other states. 
	actions130PS373PG3: The AGPA makes decisions affecting the statewide implementation and maintenance of EBT.  Lack of knowledge in program policy and/or technology solutions or the lack of skill in communicating verbally and/or in writing can adversely impact the administration and success of EBT.
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	ssup21PS373PG1: None
	number22PS373PG1: 
	lead23PS373PG1: None
	mission24PS373PG1: The California Department of Social Services (CDSS) is the project sponsor for Electronic Benefit Transfer (EBT).   EBT is the method of delivery of cash and food welfare benefits using debit-card technology.  The branch provides oversight to the EBT program.  The EBT Welfare Technology Unit provides strategic, technical and policy direction for EBT
	concept25PS373PG2: Under supervision of the Staff Services Manager I (SSM I), the Staff Services Analyst (SSA) is to assist with program policy development and resolution of policy or technical issues relative to California’s EBT system for the delivery of welfare benefits.  The incumbent participates in a support role as project liaison and works cooperatively with staff from the Health and Human Services Agency Office of Systems Integration (OSI) who provides project management over EBT.  The SSA will also assist with ongoing activities and statewide issues associated with other forms of welfare benefits delivery (e.g., bank direct deposit, electronic pay cards, etc.)
	responsibilities26PS373PG2: 35% Assist in the review of EBT project documents from a California Work Opportunity and Responsibility to Kids (CalWORKs)/CalFresh (formerly known as Food Stamps) policy perspective and provide recommendations for management review.  Analyze statewide policy issues impacting the State’s EBT system as they affect the CalFresh and/or CalWORKs programs.  Draft written communication such as issue papers, briefing documents, status reports and All County Letters (ACL).   Prepare written analysis and recommendations on issues addressing program consistency and county flexibility as necessary.


35% Assist in the coordination and facilitation of meetings and work groups attended by staff from other entities, including CDSS, OSI,  other state agencies, county welfare departments, and other EBT stakeholders.  Assist in representing the Department and acting as a liaison between Department policymakers and the project team in ensuring full understanding of policy and technology issues.  Actively participate in tracking issue resolution between CDSS and various stakeholders.  Prepare Week Ahead write-ups, by summarizing activities of the project, for management review. Under supervision of the SSM I, coordinate and draft response to Public Records Act requests.


20% Review, analyze and prepare bill analysis (if necessary) for legislation affecting EBT in California and work with fiscal organizations to appropriately budget the impact of proposed changes.  Under supervision of the SSM I, develop budget change proposals, budget premise documents and assist with the development of recommendations for legislative concepts and proposals.  Participate in the EBT Services contract procurement process.   Assist with updating regulations as needed in response to federal and/or State law changes or litigation.  Respond to questions by counties or other entities interpreting the regulations, verbally and/or in writing.  Review ACLs to determine if there is an impact to EBT. 


10% Develop and/or revise forms and notices as necessary for EBT.  Review vendor/county-generated EBT forms and training materials for compliance with State standards. Process and review contracts/invoices to ensure dollar amounts do not exceed amounts identified in contracts. 




	supervision27PS373PG3: The SSA receives direct supervision from and reports to the SSM I.  The SSA’s work is regularly reviewed and monitored.
	administrative28PS373PG3: The SSA’s administrative responsibilities are limited to those of his/her position and to those delegated by the 
SSM I.
	personal29PS373PG3: The SSA, under supervision from the SSM I, assists in representing CDSS in their relationship with staff from OSI and other programs within the Welfare to Work Division, other departmental organizations such as fiscal and financial planning, Legal, Contracts, and entities providing data.  The SSA also has contact with the counties, the County Welfare Directors Association, other state agencies, EBT stakeholders, the federal government and staff from other states.
	actions30PS373PG3: The SSA provides input on decisions affecting the statewide implementation and maintenance of EBT.  Lack of knowledge in program policy and/or technology solutions or the lack of skill in communicating verbally and/or in writing can adversely impact the administration and success of EBT
	other31PS373PG3: Knowledge of CalWORKs/CalFresh program administration and EBT is important.  Experience with and knowledge of county operations and information technology is highly desirable.  Excellent interpersonal and communication skills are critical to success.


